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Foreword 

T HE U..S. Office of Education undertook this study at the re- 
quest of State supervisors of school libraries for data to aid 
school administrators and librarians in determining the cost of 
operating libraries. 

The work on this study of i^it costs in high-school libraries was 
made possible by the American Library Association Committed on* 
Fellowships and Scholarships which assigned one of its 1940-41 fel- 
lows to the Library Service Division of the U. Office of Education. 

The findings of this exploratory study have been gathered from a 
limited sampling of a group of selected high-school libraries. It is 
hoped that they will be of some value in (1) establishing quantitative 
costs of school library operation and (2) indicating a method which 
may be used as a basis for future studies. 

Appreciation is expressed to the participating schools for keeping 
time records and other statistical data; to the specialists in librarian- 
ship who acted as consultants; to the two schools which made a 
preliminary trial of the time sheets; and to Walter Crosby Eells for 
making available the data on the Cooperative Study of Secondary . 
School Standards , which served as a basis for selecting the schools. 

The planning and execution of this study were done under the 
supervision of Nora Beust, Specialist in School Libraries, and Ralph 
M. Dunbar. Chief of the Library Service Division. 

Bess Goody koontz, 

Assistant V. S. Commissioner of Education. 
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Unit Costs in a Selected Group of 
High-School Libraries 

f Introduction 

T HE INCREASING frequency with which school administrators 
nnd fiscal officials who administer* *public funds are asking the 
question about the cost of school library operation shows the urgent 
need for a unit cost study in the .field of school libraries. In her book, 
1 hr Library in t he School ', Lucile Fargo says : 

s Accurate data are hard to find, even when they exist. We know how 
much certain pieces of equipment cost; usable estimates on the cost of 
hooks are available; we have some data on salaries. But few public 
school systems . . . have gone to the trouble to segregate and to allo- 
cate on an accurate cost accounting basis their expenditures for particular 
departments or services. ... It Is no doubt because of the Imok* 
keeping Involved that so few statistical data are available to the student 
of school library finance . . or the board (ft education which very 

naturally asks, “How much Is Bchool library service going to cost us?” 1 

Historical Background 

The need for. inaugurating cost accounting methods in library 
administration has been recognized by leaders in the field for many 
vears. The earliest efforts in this line were almost entirely in the 
field of cataloging. Sporadic attempts, beginning in 1877 and con- 
tinuing to the present day, have been made to establish the cost of 
cataloging a book. 

In 1877 Charles A. Cutter * estimated the cost of cataloging a book 
at 50 cents per volume. Whitney * in 1885 made another estimate 
based on a study made in the Boston Public Library of 85% cents 
per volume. William Warner Bishop, 4 discussing the cost of cata- 
loging in 1905, gave a r6sum4 of th^ subject and quoted estimates 
which ranged from 5 to 60 cents per vplume. It will be noted that 
these were all estimates. No attempt was made to analyze the work 
and to study the time element involved. 


1 Fargo, Luclle F. The library in the school. 8d. ed. Chicago. American Library Asso- 
ciation. 1930. p. 491-02. 

’Cutter, Charles A. Dr. Hagen's letter -on cataloging. Library Journal. 1:210-20 
Keb. 28. 187T. 

• Whitney, James L. On the coot of catalogues. Library Journal, 10 : 214-10, 8eptem- 
ixT-October 1885. 

* Bishop, Wi lli a m Warner. 8ome considerations on the cost of cataloging. Library 
Journal. 30 : 10-14, January 1900. 
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III 1914. W. P. Cutter.'' reporting on n time study'^mnde in his 
library, discovered the astonishing fact that his library staff spent 
$65 per year of the institution’s money in walking to and from the 
water cooler ! In this report we find the first mention of a “time 
study" in relation to cost analysis. 

As n result of this report, n test was undertaken in a group of 
libraries in which they selected 100 titjes 

, • • ■ representing the nverugo degree of difficulty for the class of book* * 

usually handled, the time of the various operations connected with the 
cataloging, classification, shelf listing, revision and checking, preparation 
of the cards for the catalogs aiujxthelr tiling, to be carefully noted and 
the cost of each o]MTatlon to. bf estimated on the basis of the salary of 
the asquint concerned.® 

The ultimate failure of this test grew out of the fact that the study 
became an “endurance test" rather than a typical sampling. No ex 
traneous elements were t aken into consideration and only actual time 
spent in cataloging work was recorded. 

The first approach to a “time and cost" study conducted over a 
period of time was made in the University of California library in 
1927. Reporting on it. Miss Hand says, 

We have found out a great many things from our survey, and many 
of them we shall ln> Able to turn to good account. If any lihrnrlan finds 
•- Ufe becoming dull. It Is recommended that he Initiate an investigation of 
this kind in his own library: he may anticipate plenty of excitement, If mi 
other- result. But there ought to in* other results, especially if several 
Institutions of the same kind would conduct their surveys lu the sam*' 
way and would compare their findings.' 

The first actual cost accounting reported in connection with libran 
work was done by Fremont Rider in the Olin Memorial Library at 
Wesleyan University.® In his study, Rider adapted to library use 
methods already standardized by industrial cost accountants. His 
survey, covering a period of 3 years, took into consideration all phases 
of college library work and, in addition, raw materials, building over- 
head, depreciation, and rent. 

The next cost accounting study of which n report has been pub- 
lished was done by ftobert A. Miller.® This was a study of the labor 

• Josepbeon, Aksel 0. 8. Committee on cost and method of cataloging. Library Journal. 
30 : 508-90, August 1014. 

• Ua naon, J. C. M. The cataloging teat In the University of Chlcag* library. Library, 
Journal, 40 : 389, June 1015. 

T Hand, Elinor. A coat survey In a university library. Library Journal, 66 : 769, Oct 
1. 1030. 

• Rider, Fremont Library coat accounting. Library quarterly, 8 : 381-81, October 
1036. 

• Miller. Robert A. Coat accounting for libraries : A technique for determining the 

labor coat of acquisition and cataloging work. Unpublished thesis, Unlverelty of Chicago, 
1036. 103 p. ms. 
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rosts of acquisition and cataloging work in a university library. 
Millers study was based on sound industrial cost accounting" practices, 
although it took into consideration only two phases of library work, 
cataloging and acquisition. 

Perhaps the most extensive undertaking in this field to date was 
the one completed by the Committee for the Study of Cost Accounting 
m Public Libraries under a grant from the Carnegie Corporation. 10 
in this project 37 public libraries, as partieipators-in-aid. coopdhited 
with the Committee in submitting time and cost data. 

An evidence of tbe Federal Government’s interest in cost accounting 
’> noted in the annual report of the Librarian of the U. S. Depart- 
ment of Agriculture for tlie fiscal year ending June 30, llUO, which 
de*cril**s the cost -accounting study made of library o|>erations. 
Quoting the budget officer, the report states: 

The essential purpose of tills kind of datiMs to relate ex|H'ndltures to 
service* performed or results achieved and thus provide an opportunity 
for an intelligent and Informed review of the expenditure proposals. u 

These efforts, beginning with the first organized meeting of 
librarians in America, to discover the costs, /wr unit , of the services 
rendered by tbe library indicate the need for such figures and the 
need for standardized methods of library cost accounting. 

Laiis Round Wilson in 193l> sounded the keynote for this need, 
in his forecast for the next 50 years: 

Libraries do not have devices at present by wlitrlk ihe.v can accurately 
measure their administrative effectiveness or s«»clnl significance. The next 
ten years will witness the 'development of n body of costs and measurements 
for various types of library service which will meet these adverse criticisms 
and enable the library to Justify Its sup|s>rt upon a basis of substantial facts, 
rather thnn of unproven assumptions. 1 * 

The results of this present study should help to develop this “body 
of costs and measurements' in the field of- school libraries. 

At a conference of State School Library Supervisors held in the 
F. S. Office of Education in March 1930. the need for a unit cost 
*1 ndy in school libraries was expressed. The present project is in 
patj^tn outgrowth of this suggestion. 

Purpose 

The purpose of this jstudy is to determine the costs per unit 'of 
the various activities carried on in the school libraries selected in 

4 

“Raldwln, Emma and Marcus, William E. Library coat* and budgets: A atudy of 
cost accounting public libraries. New York, R. R. Howker Co.. 1941. 100 p. 

11 V. 8. DgjMfftment of Agriculture. Report of the librarian, 1940. By ClorHyrf- R. 
Barnett. Washington, F. S. Oovernntent Printing Office, 1940. p. 25. 

“Wilson, Louis R. The next fifty years. Library journal, 61 : 2.17. Apr. 1, 1936. 
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order to obtain data which might be helpful in establishing a standard 
cost of operation for school libraries in general. 

Unit costs in industry and in governmental agencies are determined 
'by the process known as “cost accounting.” As defined in Webster's 
dictionary cost accounting is: 

Any system of accounts which reveals the cost elements *. . . incident 
, to the production and distribution of a commodity or the rendering of a 
service. 

A definition, developed for governmental cost accounting in which 
library cost accounting is usually included, will perlites explain more 
clearly the use of the term in this connection : * 

tf 

Cost accounting is that method of accounting which, provides for search- 
ing out and recording nil of the elements of cost Incurred, to attain a pur- 
pose, to carry on an activity or operation, or to complete a unit of work 

^ or a specific Job . 11 

As these definitions indicate, cost accounting is concerned with the 
determining of the costs of one activity or one unit of work. Once 
it is possible to standardize these costs, when they have been broken 
down into units, they can be used as a basis for comparing costs of 
operation in institutions of varying size. 

Scope 

The present study has been limited to direct labor costs only. Con- 
sideration was given to the matter of including the cost of materials 
and supplies and an effort was made to collect the necessury financial 
data. However, it was found that this information is practically 
impossible to obtain since the librarian usually keeps no record of 
the .cost of supplies and materials which are generally purchased for 
the entire school and distributed as the need arises. 

With the library housed in the school building, the computation 
of building overhead, which .includes such items as rent, heat and light, 
janitorial labor, janitorial supplies, and repairs, involved certain data ’ 
which were not obtainable within the limits of the project. Rent, 
whether actual or nominal, would have hnd to be computed as it 
would not have been paid out iri actual cash; heat and light would 
have had to be estimated; and janitorial supplies, like library sup- 
plies, are distributed from a central agency and not allocated by 
departments. 

According to public-school practice u library books, as well as 
equipment, are considered as capital outlay, and as such should not 
be included in a study concerned with costs of units of service. 



" Tiller, CnrI W. Governmental coat accounting : a study prepared for the Committee 
. on cost accounting. Chicago, Municipal Finance Officer* Association, 1040. p. 1. 

14 *’• 8- Office of education. Financial accounting for public echoola. Bj Emery M. 
Foster. (In preparation.) 
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Furthermore, in a study which attempts to compare costs of serv- 
ice in several institutions, costs in terms of direct labor time are more 
nearly comparable than costs in units o^ioney, principally because 
of the variation in the staff salary schedules. Jlence, the stress in. 
this study is on units of labor time rather than on ijnits of money, 
and all the elements, other than labor, contributing to the cost in 
/ money of a function have been eliminated. 

i * » 

Unit Costs 

• + 

Before the study was undertaken several questions in regard to 
unit costs in a school library were formulated which it was hoped 
the completed study would be able tp answer. These questions will 
indicate the units of service which were to be measured: 

1. How much does It coat to answer a reference or Information question? 

2. How much does It cost to prepare a bibliography? 

3. „How much does It coat tp instruct a clas* for one period In the use of the 
. library? 

How much does if coat to give advisory service to a person? 

•'»- How much does it coat to circulate a hook? 

ti. How much doe* it coat to acquire a title? 

7. How much doea It coat to check in and care for a periodical? 

N. How much doea It cos^to clusslfy and catalog a title? 

O. How much doea it coat to. classify and catalog a unit of nonbook material? 


Methods and Procedure 

Selecting the Schools 


The first problem was to select the schools in' which the data were 
to be collected. After some consideration it was decided that tlte 
m hools to be sampled should be 4-year public high schools with a 
centralized library. The former qualification was necessary in order 
that the schools chosen should be as uniform as possible, the latter 
because of the difficulty in making a time study in a decentralized 
libiary. Other '/actors which were considered essential were: 

1. A trained full-time librarian. 

2. A book budget. 

8. A collection cataloged and classified by an accepted system. 

•i. Availability of financial data und statistical records. 

The basis for inviting qualified schools to participate was found 
in the data made available by the Cooperative Study of Secondary 
School Standards." This project, coordinated by Walter Crosby 


’• Cooperative study of secondary achoolii : General report. 
Sluily of Secondary School Standard*, 1939. p. 93-114. 
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Eells. was undertaken by the regional associations of colleges and 
secondary schools to study existing standards and procedures for 
evaluating secondary schools and to develop new and/or revised pro- 
cedures on the basis of all standards through’ careful experimenta- 
tion. In order to carry on their investigations the committee for the 
Cooperative Study of Secondary School Standards selected 200 schools 
to be evaluated. 175 of which were accredited by their regional 
agencies, and 25 wei a nonaecredited. 

The geographic iistribution was on a Nation-wide proportional 
basis. Each regioii was represented in the study by a number of 
accredited and nonaecredited schools proportionate to the total num- 
ber of such schools in that region. Thus New England, with 10 |>er 
cent of the accredited schools of the country was given 10 percent 
of the 175 accredited schools in the sampling. 

The 17 schools that were invited to participate in the project were 
those whose libraries met the criteria of the present study and re- 
ceived a score of 85 percent or above in the Cooperative Study of 
Secondary School Standards. Of these, 11 accepted the invitation 
and submitted all the data necessary for the compilation of the 
figures. 

These schools are located in cities and towns throughout the United 
States, the geographic distribution being as follows: New England. 1; 
North Atlantic, 3;, South Atluntic, 1; North Central, 3; Mountain, 1: 
Pacific, 2. The population of the cities varies from 1,744 to 1,623,452. 

The schools represent « a wide range of types and show a great 
variance in size and organization. Because of the nature of the data 
presented herein, the identity of none of the schools is revealed; they 
are designated by letters rather than, by name. 

Table 1 giving a brief description of the individual libraries is 
included here in the hope that this information will be helpful in 
interpreting the figures. This description includes such items as 
imputation of the city in which the school is located, school enroll- 
ment, dimensions of the library room. School library procedure 
varies to a certain extent as the individual schools vary in organiza- 
tion. It is highly essential, therefore, that these factors be consid- 
ered in making deductions from the figures presented here. 

Analysis of Activities 

The first step in developin^the forms to obtain the essential data 
for the survey was an analysis of the activities of school library 
work. The list w&s formulated after consultation with specialists 
in school library work and reference to Fargo’s two books on the 


, ft JO jqtl JO UOfJdfJOfQ >|<)b^ 
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school library. 1 * The chapter on the Functions of the School Li- 
brarian in Preparation 4 or School Library Work was particularly 
useful., * . 

After careful consideration, the school librarian’s duties were sub- 
divided into the following 17 main categories: 

1. Reference work 

(a) Information and reference service 

(b) Compiling lists and bibliographies; making special Indexes 

2. Instruction and book advisory services 

(a) Teaching classes in the use of bookB and libraries 

(b) -(f) Other 

8. Circulation work 

4. Care of room and collection 

5. Acquisition of books, etc. (new titles) 

6. Acquisition of books, etc. (duplicates and replacements) 

7. Acquisition and care of periodical^' 

8. Cataloging and classification (new titles) 

8. Cataloging and classification (duplicates and replacements) 

10. Cataloging and classifying material other than books 
f 11. Administrative dutlos 

12. General office work 

13. Public relations 

14. School routine 

15. Keeping the time record 

16. Unproductive time (time for which librarian was paid when she did 

not work) 

17. Special duties 

These 17 headings were then further broken down into the separate 
activities included under, each. A brief description of each activity 
was drawn up in order to clarify them and to make the interpreta- 
tions of the categories by the various librarians as uniform as pos- 
sible. These amplifications of the categories were subsequently com- 
bined into a Manual of Instruction which was sent with the time 
sheets to the participating libraries. (See Appendix.) 

Tim* Sheets 

The next step was the development of the form for the time sheets 
to be used in keepiiig the daily time records of the individual staff 
members. This sheet (see Appendix) was finally decided upon after 
a tentative draft had been tried out, together with the manual, in 
two well-administered high-school libraries. The librarians of these 
schools submitted criticisms and suggestions for the revision -of the 
time sheet and manual. 


"Ffcrgo, Ladle r» The library la the school. 84. ed. Chicago, American Library 
Association, 1039, 362 p. 

Prepara tiiaf for school library work. Now York, Colombia University Press, 
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At the same time that the try-outs were being conducted the sheets 
and manual were submitted for criticism to 'a group of consultants. 
These were chosen because of their special qualifications in the fields 
of library work to which this study was related. On the basis of 
their criticisms, the forms were revised and the final draft of the 
time sheets and manual formulated. 

A form .for the necessary statistical data was prepared to accom- 
pany the time sheets. This included fhe unit count of activities and 
the unit count of materials used, together with their cost. As was 
explained in the discussion of the scope of the study it did not sfeem 
feasible to try to include figures for the cost of materials and that 
part of the report was omitted from the completed study. The sta- 
tistics sheet was designed to cover the 4 weeks’ period during which 
the study was conducted in each semester. 

At the conclusion of the second period of the sampling a supple- 
mentary questionnaire was sent to the participating libraries to as- 
certain miscellaneous information not available in the Eells study” 
or from the previous forms in the unit cost study. The need for 
these data came to light only as the study progressed; hence the 
questions were not included in the statistics she^t. 

After the final draft of the forms had been prepared they were 
sent to the participating schools for a preliminary try-out. This 
try-out was conducted over a period of 2 days and was for the double 
purpose of detecting flaws in the forms and of checking the different 
interpretations of the categories made by the various librarians. In* 
one school the try-out was conducted under the supervision of a 
member of the U. S. Office of Education staff. 

The periods selected for the sampling were November 18-Decem- 
ber 13 and March 3-28. These periods of 4 weeks each were assumed 
to be typical of the normal school term. They covered the schools 
at a time when they were not affected by abnormal situations such 
as semester examinations, opening or closing of school, or school 
holidays, with the exception of Thanksgiving. \ 

Miller’s study was conducted for 8 weeks, March 9 to May 2, and 
the study by the Committee for the Study of Cost Accounting in 
Public Libraries was conducted over a 'period of 4 months, April, 
May, October, and November. 

CoHacting th« Data , 

The study represents an aggregate of 15,430 labor hours reported 
by 542 staff members. During the 2 periods 6,860 individual time 
sheets were tabulated. 


” Cooperative study of secondary schools. Op. dt. 
421819*— 43- ■ I « 
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The sheets were sent to the participating schools with the request 
that they return them at the end of each week. This procedure was 
followed in order to detect any misinterpretations as soon as poSt 
ble. The librarians were urged to discuss problems involved in the 
reeord keeping and to ask questions in their letters. In this con 
nection 84 letters and 2 telegrams were received and 209 lettera sent 
to the participating libraries. Among the questions discussed and 
answered were each ones as where to record 'time spent fn StiHe 
books for book trucks to be sent to classrooms, or time spent in 
gra mg pupils book reports, or what to do about the time of WI*A 
workers who were making pamphlet bores. Every effort was made 

m this way to clarify and interpret the definitions of the categories 
and to keep them uniform. 

At the end of each week the time sheets were sent to the Library 
bervice Division where the figures were tabulated and checked for 

any apparent discrepancies with the figures from previous weeks in 
the same library. 

At the end of the, first sampling the percentage distributions of 
direct labor time were compiled for each participating library and 
sent with the average percentage distribution to each library. 

Unit costs for the first sampling were also computed and in cases 
where there was great deviation from the average these deviations 
were discussed with the librarian before the beginning of the second 
sampling. It was pointed out to the cooperating librarians that the 
deviations were being mentioned simply to check on possible misin- 
terpretations of instructions and with no thought of suggesting* that 
changes be made in the practices in the various libraries. 

The second sampling, March 3-28, was conducted in the same 
manner as the first and at the end of this period detailed tables were 
compiled for each participating library. 

Method of Computing the Figures 

The figures from the daily time sheets were totaled each week and 
posted according to salary pr wage scale; For example, the. time in 
minutes spent by the librarian in each activity was posted and 
totaled ; the time for the assistant librarian was likewise -listed and 
totaled, as was that of WPA and NYA helpers, paid student staff, 
and volunteer help. Grand totals of the time spent in each activity 
were then compiled for each school. At the end of each sampling 
period the weekly totals for each salary group were totaled and 
grand totals made for each activity. 

The unit of, direct labor time for each activity was computed by 
dividing the total number of minutes devoted by the staff to one 
activity by the unit count of that activity. For example, if the staff 
of one library spent 7,682 minutes in circulation activities and circu- 
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lated 3,841 books, the unit of direct labor time would be 2 minutes. 

Salary rates were computed on an actual working day and hour 
basis; thus a librarian making $2,400 a year in a school which was in 
session 200 days during the year would earn $12 per day. If she 
worked 8 hours per day (excluding her lunch period) she would 
earn $1.50 per hour and 2 % cents per minute. Wage rates for 
assistants being paid by the hour need only be divided by 60 for the 
rate per minute; thus NYA workers being paid 30 cents per hour 
earned ^ cent per minute. To ascertain the unit cost of an activity 
the number of minutes spent in each activity by persons in the same sal- 
ary class was multiplied by the salary rate per minute in that class. For 
example, if the librarian worked 870 minutes at one activity (refer- 
ence) and was paid at a rate of 2*£ cents per minute, the total in that 
salary range would be $21.75. These totals, in dollars, were then 
added for each activity and the total divided by the unit count of that 
activity. For example: 'the librarian’s time in reference service 
amounted to $21.75; the assistant librarian’s, to $10.80; and NYA, to 
$3.65; making a total of $36.20. If 724 reference questions were 
answered during this period, the unit cost for answering such a ques- 
tion would be 5 cents. 

Percentage distribution was computed by dividing the number of 
minutes spent in one activity by the total number of minutes spent 
in all activities, adjusted to three decimals; thus in a school which 
spent 7,490 minutes in reference service and 57,560 minutes in all the 
activities listed, the percent of time spent in reference work would 
be 13.012. 

Findings 

The completed tabulations of the data collected reveal some 
significant facts regarding the direct labor time per unit of library 
activity as well as the direct labor cost. In addition, they show the 
percentage distribution of direct labor time in each activity and the 
percentage distribution by class of position. 

Unit Coch 

Cost accounting, as has beep explained above, is “that method of 
accounting which provides for searching out and recording all the 
elements of cost incurred to attain a purpose, to carry on an activity, 
or operation, or to complete a unit of work or a specific job.” 

The result of cost accounting is, of course, the unit cost. Unit cost 
is defined as “the cost of a unit of product or service.” *• In library 
cost accounting, unit costs are always concerned with units of service. 

* Chatter*. Cart H. and Tenner, Irving. Municipal and governmental accounting. New 
Tort, Prentice-Hall, Ine.. 1MO. p. M7. 
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Table 2 shows the direct labor time in minutes per unit of library 
activity; tlius in school A it required 1 minute to answer a reference 
or information questioned in school K it required 1.9 minutes. It 
may be well to repeat here that these units, in time, are more suscep- 
tible to comparison than the units in money because of the variation 
in salary schedules. 

Table 3 shows the direct labor cost, in dollars, per unit of library 
activity. From this table it may be seen that in school A it costs 
3 cents to answer a reference or information question and in school 
K it costs 2 cents. 

Any time study must necessarily be complicated and difficult to 
maintain accurately. With this fact in mind an effort was made 
to keep |he time* analysis part of the study as simple as possible and 
to .follow Rider’s advice that “the less that is attempted at first the 
more likely it is that the results obtained will be accurate.” 

FovJjhs reason, groupings were made in some categories which 
coultrnave been broken down with much more detail. Some thought 
was given also to the school librarian in many cases trying to j>erform 
nil of the professional duties in connection with her library and in 
addition many of the clerical duties. Consequently, it seemed almost 
too m.uch to ask that she differentiate between a reference question or 
an information question or that she be expected to allocate the time 
she spent in the separate activities connected with cataloging a book. 

Reference and information' services were therefore grouped to- 
gether. These services included answering reference and informa- 
tion questions which involve the use of tl\e card catalog, or books, 
periodicals, vertical files, and bibliographic^, and the interpretation 
of material. The time in minutes necessary to answer such a question 
ranged from 0.9 to 10.5. The average was 3.6; the median. 2.3. The 
cost in cents ranged from 2 cents to 19 cents. The average was 5 
rents; the median, 3 cents. « 

Compiling lists and bibliographies included assembling the ma- 
terial, evaluating it, and typing the lists. The time required for 
preparing a bibliography ranged from 17.5 minutes to 275. The 
average was 98.5 and the median 63.4. The average cost was $1.69; 
the median, $0.98; the range, from $0.19 to $6.11. 

Teaching or assisting with teaching classes in the use of books and 
the library included 'preparation for the class and grading papers 
as well as time spent in actual teaching. Ten schools reported con- 
ducting such classes. The average time for the work in connection 
with a class was 41.9; the median, 31 mintites. The range was from 
12.5 to 125 minutes. The average cost for one class period was 
93 cents; the median cost, 86 cents. The average class attendance 
was 26. * - 
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Advisory vices included gu idance and advice on the selection 
of hooka for pupils, teachers, and parents. The unit used in calcu- 
lating the cost of advisory service was the person given advice. Two 
schools were not able to supply, this part of the statistical record 
In those reporting, according to table 3, the range in minutes for an 
lolvisory service was from 0.3 to 8.5; the average was 2.6; the median, 

, < os * was from % of a cent to 10 cents. The average 

was 4 cents ; the medinn, 3 cents. 

lender circulation work are included all the activities connected 
wit l circulating a book such as: Charging and discharging, checking 
out b,*)ks for classroom collections, sending overdue notices, renew- 
ing books, putting books on reserve, caring for interlibrary loans and 
audio- visual aids, keeping circulation statistical records and registra- 
tion. The range of time in circulating a book was from 0.8 to 4 8 
minutes. The average was 2.6; the median. 2 minutes. According to 
table 3 the cost range was from % of a cent to 5 cents; the average 
- 4 G>d medinn, both 2 cents. 

Acquisition of books, pamphlets, and other nonbook material in- 
cludes selection, ordering, checking invoices, accessioning, shelf listing, 
and preparation for the shelves. Acquisition and care of periodicals’ 
includes checking receipt, preparation for circulation, following up 
on delayed or missing numliers, and accessioning and preparing for 
>he shelves bound volumes. Preparing periodicals for the bindery 
is included under care of room and collection. *he range of time 

for acquiring a title was from 7.5 to 29.7 minutes. The average was 
1<; the median, 16.9. ^ 

Care w taken in the preliminary instructions to make clear the 
d,fferen„ between .title «nd a volume and to differentiate between 
7 l '" lK 7 , " d tltlplicates. A title was defined as a publication in- 
■ laded under one title pope, regardless of the number of volume, into 
winch It is divided. A volume was defined as a mass of material 

™n ht7Lt elWee " C f wre ’ *■ the F.^ydot >edia Britannia is 
considered as one title, although it is in 24 volumes. In the computa- 
tion of unit costs for cataloging and acquisition the title was used 
as the unit. 

Acquisition and care of periodicals, per unit, ranged from 0.3 to 
. m ' n ' Jtes - The avera ge was 6.3; the median, 3.4. The average 

cost was 7 cents; the median, 4 cents. 

Cataloging and classification of books includes assigning classifica- 
ion numbers and subject headings, preparing unit cards and secon- 

tr** prmed Card8 ’ *P in * a nd . revising, 

t a aloging and classification of nonbook material include* classifying 

and assigning subject headings to pamphlets, dippings, pictures! maps 
words, etc., and filing this material. 
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The range in time for cataloging a title was from 11.3 to 40 min- 
utes; the average, 27.3; the median, 29.4. According to table 3 the 
range in the cost of cataloging title was from 12 cents to 72 cents; 
the average, 34 cents; the median, 29 cents. 

Cataloging and classifying nonbook material (pamphlets, clippings, 
audio-visual aids, etc.) per unit, ranged from 0.5 to 27 minutes. The 
average was 7.7; the median, 4.5. The average cost was 13 cents; 
the median, 6 cents. 

The following clarification indicates the groupings of categories 
which were made after investigating the practicality of allocating 
the librarian’s time: 


Reference, Instruction, and book 
advisory serylcca. 

Circulation work 

Acquisition and cataloging 


(11 Referente work. 

(2) Instruction and book advisory services 

(3) Circulation. 

(41 Care of room and collections. 

(5) Acquisition of books, etc. (New titles). 

(6) Acquisition of Itooks, etc. ( Duplicates and 

replacements). 


(7) Acquisition and care of periodical*. 

(8) Cataloging and classification (new titles). 

(9) Cataloging and classification tjlnplleatcs 

and replacements). \ 

(10) Cataloging and classifying material other 


Administration and public rela- (11) 


lion* (12) 

(13) 

8cbool routine. (H) 

Unproductive time (15) 

(10) 


than books. 

Administrative duties. 

General office work. 

Public relations. 

8chool routine. 

Keeping the time record. 

Unproductive lime (time for wblcb libra 


rian wap paid when sbe did not work). 
(17) Special duties. 

Caution in Interpreting Unit Cosh 

It must be emphasized that unit costa should be^nterpreted with 
caution. Many qualitative elements, nob as yet susceptible to arith- 
metical measurement, enter into library work and the fact that costs 
in one school are higher than those in another school should not be 
considered as a justification for reducing the expenditures in that 
school. Expenditures should not be altered until a careful analysis 
is made of the qualitative elements involved in effective library service, 
in relation to the general school program. 8 

Percentage Distribution of Direct Labor Tim* 

The cost in terms of time, as has been stated previously, in a 
study which attempts to compare unit costs in several institutions 
with a variation in salary schedules, is more significant than the 
cost in money. In the preparation of tables showing the units of 
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.Im'ct labor time, it was possible to show the percentage distribution 
of all direct labor time reported and the percentage distribution by 

Of the total labor time in the 11 schools reporting, 10 percent was 
spen in reference, instruction, and book advisory services. These 
categories include answering information and reference questions, 
compiling lists and bibliographies, making special inde.es, giving 
book advisory service to pupils, teachers, and parents, and Aching 
classes in the use of books and the library. g 

Circulation and care of collection consumed 53 percent of the total 
time. Care of room and collection includes shelving anil nUrnc 
books from shells shelf rending, mending, mounting picIuras^T 
preparing books and periodicals ft* the bindery, diLrding took 
taking inventory, andWranging exhibits, bulletin boards flowers,’ „ * 

Acquisition, cataloging and classification of books, together with ♦ 
periodicals, pamphlets and other nonbook material took 11 percent 
°f t t,me rciwrted. Eleven percent seems an unusually low per- 
centage for this phase of school library work. This is explained in 
part by the fact that in school libraries this work is usually seasonal 
being done before or immediately after the opening of school in the' 
fall or in the spring before school closes. Work done in either of 
these periods would not show in this -study. Another reason for 

; * e k/ 1 * ".at the cataloging for one school in 

the study is done by the public library. 

Administration, public relations, and general office routine took 
ulmiisl 9 iierue.it of ihe lime. Adnimisiru.ivv di.liv. were those 
performed by the librarian in connection with the supervision of 
the work of others and in her capacity as a member of the faculty 
I hese included preparing work schedules. inducting staff meetings 
attending professional library and educational meetings nn d faculty 
meetings, and preparing reports. Public relations included work 
<l«ne by the librarian yith outside agencies such as the public library 
mothers’ clubs, parent-teacher groups, etc., or with individuals not 
directly connected with the school, such as parents, visitors, etc. 
tieneral office work includes general correspondence, ordering and 
care of supplies, and bookkeeping. 

Thirteen percent of the total time was spent in school routine 
By school routine is meant any activity of the librarian or staff 
winch relates to the functioning of the school but has no immediate 
imp .cations] for the library. This includes disciplinary duties 
checking attendance records, distribution and collection of free text- 
books, hall duty, conducting “home rooms.” etc. 

Miscellaneous ta*ks not easily classified in the categories listed, 
together with unproductive time took 2 percent of the total time. 
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Unproductive time is considered as being that time for which the 
librarian was paid when she did not work. For instance, time 
when the librarian was away owing to illness or similar causes on a 
day on which she was scheduled to work was counted as unproduc- 
tive time, as was also time spent in activities not concerned with the 
library or the school. In this study the time was computed on a 
basis of actual working days and hours. Saturdays and Sundays, 
'chool vacations and national holidays, therefore, were not included 
in this category. 

Keeping the time record consumed 3 percent of the total time. 

Percentage Distribution of Labor Time by Class of Position 

The grgss labor time was next broken down into time spent in 
the furious categories by the staff members graded by class of posi- 
tion. Table 5 shows these percentages and in this table the per- 
centages are of the class total only and not of the gross total. For 
•example, 10.4 percent of the total time of professional workers was 
s|>ent in information and reference service, and 32.8 percent of the 
total volunteer student time was spent in care of room and 
collection. 

Table 5 . — PUrcuntay distribution of labor thw by elan. of positron 

'fable 5 shows the percentage distribution of direct labor time by class of 
jKMitlon under each school library Activity. Vertical column 1 indicates these 
activities and Columns 2 to 8 indicate the classes of position. These percentages 
are of the class total only and not 'of the gross total ; thus 10.4 percent of the 
time <rf professional staff was spent ih reference and Information service and 
(I percent In cataloging. The horizontal column at the bottom indicates the 
liercentatee of the total time which was included under each class of position. 
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In the preparation of the table showing the distribution of labor 
time by class of position the qualifications set up by the American 
Library Association in its Statistical Report for Junior and Senior 
High School Libraries in Public School System* were used. 

' These qualifications are as follows: 

A professional assistant Is a member of the staff performing work of a 
professional grade which requires training and skill in the theoretical or 
scientific parts of library work as distinct from Its merely mechanical parts. 

To be classed as a professional assistant, the person should huve: 

(0) At least a bachelor’s degree which includes 1 year of professional 
library education irt the 4 years which lead to the bachelor’s degree; 
or 

(b) An Informal education considered as the real equivalent of 4 years 
of college work plus fi years’ experience in a library of recognized 
professional standing. (This provision . is to take care of those 
already in the profession who are performing duties which require 
a knowledge of books and library technique as taught in a library 
school.) 

A subprofessional assistant Is a person who performs under the Im- 
mediate supervision of professional staff members, work lurgely concerned 
with the higher routine processes which are peculiar to library work and 
which require some knowledge of library procedure. (No assistant paid 
on an hourly basis should be included here.) 

A subprofesslonal assistant should have had at least brief elementary 
tralnlrig as taught in a library summer session or a training class. 

A clerical assistant Is a person such as typist, etc., who performs, under 
Immediate supervision, processes which may require experience, speed, 
accuracy, and clerical ability of a high order, i>ut do not require knowledge 
of the theoretical or scientific aspects of library work. 

High-school graduation Is presupposed for this classification. 

The work of the professional staff accounted for 33 percent of 
the gross labor time. In six schools this was made up of the 
librarian alone. „ 

Six schools have assistant librarians, although one of them is in 
' the clerical grade. Four schools have one professionally trained 
assistant librarian and one school has two. 

According to the findings, the professional staffs considered in 
the aggregate spent 21 percent of their time in reference, instruc- 
tional, and book advisory service; 16 percent in acquisition and 
cataloging; and 15, in administration and public relations. In the 
more or less clerical activities they spent 32 percent of their time 
in circulation and care of collection and 10 percent in school routine. 

All of the time spent*by the subprofessional staff was reported 
under school routine. Only one school recorded such time. It 
should be noted that teachers who performed library duties, were 
classified arbitrarily as subprofessional since it was assumed that 
they were not trained librarians. 
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Only one school reported clerical help other than WPA. This 
staff member was listed as assistant librarian but was untrained. 
Most of her time was reported under three categories: Circulation, 
general office work, and school routine. 

Four schools reported WPA help. These workers reported time 
in all categories except teaching classes, but 63 percent of their time 
was reported under circulation, care of collection, office work, and 
school routine. 

Nine schools had NYA helpers. In most cases these were high- 
school students but one school reported two college students on their 
NYA staff. They, too, reported some time spent in every category 
except teaching, but 77 percent of the total NYA time was spent in cir- 
culation, care of collection, and school routine. 

Three schools reported paid student help other than NYA. Here 
again most of their time (82 percent) was spent in circulation, care 
of collection, and school routine. 

Forty percent of all the time reported for the entire survey was 
recorded for volunteer student assistants. Every school reporting 
used unpaid student help, varying from 1 student, second semester 
only, in 1 school to 182 students in another school. This group 
rej)orted time in every category but time reported uhder unproductive 
was deleted because they were not being paid. Seventy percent of 
their time was spent in circulation and care of collection and 15 
percent in school routine. 

This percentage distribution is shown in the accompanying graph 
which shows the distribution for all workers and the distribution 
by class of position in the six large groups.' For convenience, in 
this graph, WPA workers are classed with clerical workers and all 
students including NYA, paid student help, and volunteer students 
are grouped together. , 

Salary Schedules 

The variation in salary schedules iW different schools has been men- 
tioned as a factor in rendering unit .cOsts difficult of comparison. In 
this study the salaries of librarian#' varied from $1,000 in a small 
town in the Pacific group to $3,520 in a city in the North Central 
group. The average for this gro^p was $1,969; the median $l-,800. 
Salaries for trained assistant librarians ranged from $1,000 to $2,800, 
with the average $1,758, and the median $1,700. , 

In the four schools reporting WPA help, the rate per hour varied 
from 87 cents to 83 cents. The average was 58 cents; the median/ 
48 cents. 


The NYA rate varied from 20 to 80 cents per hour. In five schools 
' it was 80 cents; in two schools the rate for high-school students was 
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25 cents and in the school reporting college students on the staff, the 
rate was 25 cents. In this school and in one other the rate for 
high-school students was 20 cents an hour. 

Two schools with paid student help paid them at the rate of 30 
cents per hour and one school paid 25 cents. 

An arbitrary rate of 20 cents per hour was assigned to unpaid 
student help in order that the cost of their time in money could 
be computed. The preceding salary and wage rates must be taken 
into consideration in Interpreting the unit costs. 


Information, roftrsneo, instruction* and book advisory 9 . 7 % 

Circutaticn and coca of colltctton 52«\ fc — - = - - 1 


Acquisition and cataloging M IX 
Administration* public rotations* and offica routine 
School routine 12 6% 

ductiva lima* hooping tbs tints rooosd* and spodoi dutlas 5% 

Unpr* 
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Percent*** distribution of dlroet labor Km b j activity sad by class of position 


Summary and Conclusions 

As stated at the outset, the purpose of the study was to determine 
the cost per'mnit of certain activities carried on in a selected group 
of school libraries. In order to make this aim specific, nine questions 
were formulated which it was hoped the completed study would be 
able to answer. The answers to these questions, as derived from the 
figures submitted by the 11 participating libraries, are presented here 
in averages of both time and money : 

1. To answer a reference or information question required 8.0 minutes and 

coat 5 cents. 

2. To prepare a bibliography required 98.5 minutes and cost $1.59. 

8. To instruct a class (average enrollment 20) for one period in the use 
of books and the library required 41.9 minutes and cost 93 cents. 

4. To give advisory service to a person required 2.0 minutes and cost 
4 cents. 9 

6. To circulate a book required 2.0 minutes and cost 2 cents. 

0. To acquire a title required 17 minutes and cost 81 cents 

7. To check in and care for a periodical required 0.8 minutes and cost 

7 cents. 

8. To catalog and classify a title required 27.8 minutes and cost 34 cents. 

9. To catalog and classify a unit of nonbdpk material ( pamphlets, clippings, 

audio-visual aids, etc.) required 7.7 minutes and cost 18 cents. 
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In addition to unit costs for the activities in a school library which 
it was possible to break down into units, the study shows the per- 
centage distribution of direct labor time in all the categories and 
the' percentage distribution by class of position including professional, 
subprofessional, clerical, WPA, NYA, paid student help, and volun- 
teer student help. The average percentage distribution of total labor 
time, all classes of positions included, for the 11 participating schools 


is as follows: 

Percent 

8chobl library activities of total 

1. Reference. Instruction, and book advisory services 9. 7 

2. Circulation and care of collection 52 . 8 

8. Acquisition and cataloging :1 n. 1 

4 . Administration, public relations, and office routine 8. 8 

5 . School routine 12. 6 

6. Unproductive time, time spent In keeping the time record, and 

special duties g. o 


The average percentage distribution of direct labor time for pro- 


fessional staff only is as follows: 

Percent 

School library activities of total 

1. Reference, instruction, und book advisory service 21. 2 

2 . Circulation and care of collection 32. 2 

3 . Acquisition and cataloging 16 . 4 

4 . Administration, public relations, and office routine 14.8 

ii. School routine 9 q 

8. Unproductive time, time spent In keeping the time record, and 

special duties 8.0 


Only 10 percent of tl)e total time in these selected schools, under the 
present organization, tyas' spent in reference, instructional, and book 
advisory services which aim at giving the student an appreciation** 
of books and a knowledge of their use, the ultimate objective of 
school-library work. On the other hand. 90 percent of the total 
time was spent in technical processes which are generally recognized 
merely as the necessary means for effective teacher-pupil use of the 
library's resources and services. These technical processes include 
circulation and'care of collection which consumed 52.8 percent of the 
total time, and school routine which consumed 12.6 percent of the 
total time. ; ‘ 

Of the total time reported by all the participating schools, 38.2 
|>ercent was for professional and subprofessional staff; 11.4 percent 
for clerical and WPA help, and 55.4 percent for student help which 
includes NYA and paid and volunteer students. 

These figures seem to indicate that more paid clerical help is 
needed in school libraries in order to release the professional staff 
for the more important duties connected with reference, instructio nal , 
and book advisory services. 
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. This study has obtained cost data which may be helpful to school 
administrators and has suggested a technique for conducting like 
Vdudies for comparison and verification. In addition, it has disclosed 
the need for more detailed investigation into some phases of school 
librarv^costs. 

The following are suggestions for further study in connection with 
unit costs in school libraries: 

1. A study by a controlled demonstration, to determine unit coat of adequate 

reference service. 

2. A study, by a controlled demonstration, to determine unit coat of readers' 
, advisory service adequate to meet the needs of the curriculum. ■* 

3. A study to Investigate technical processes of routine school library pro- 

cedure such as circulation, care of collection. 

4. A more detailed study of cataloging costs over a longer period of time. 

5. A study to Investigate the techniques of school routines performed by 

the library staff, such ns checking attendance. Issuing |iermlc slips, etc. 
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CATEGORIES— -For further explanation see Manual of Instruction 

1. Reference work 

(•) Information and reference aerrlce 

(b) Compiling lists and bibliographies: making special Indexes 

2. Instruction and book advisory services 

(a) Teaching classes In the nse of books and libraries 

(b) -(f) Other 

3. Circulation work 

Care of room and collection 

5. Acquisition of books, etc. (new titles) 

6. Acquisition of books, etc. (duplicates and replacements) 

7. Acquisition a^nd care of periodicals 

a Cataloging and classification (new titles) 

9. Cataloging and classification (duplicates and replacements) 

W. Cataloging and classifying material other than books 
11. Administrative duties 
.12. Oeoerai office work 
18. Public relations 

14. 8chool routine 

15. Keeping the time record 

16. Unproductive time (time for which librarian was paid when she did 

not work) 

IT. Special duties (Please list) 
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Manual of Instruction 

The purpose of the study ia to ascertain the average costa per unit of the 
. various activities carried on In a typical high-school library, and from these 
to establish a basis for estimating costa in any hlgb-school library. 

The first and moat Important step in such a study la to establish labor cost* 
and this can be done only by making an analysis of the time spent by enrh 
staff member during a working day. With this in view, the accompany In. 
time sheet baa been developed. 

Each staff member la asked to keep a record of all of hia scheduled working 
time each day. Time should be recorded in minutes (to the nearest 51 and In 
case a duty take* 15 minutes or more, the squares may be marked with an X 
to indicate that whole quarter hours were occupied with one activity. For 
example, the hour from 8 to 9 as indicated on the accompanying dally time 
sheet was occupied by one staff member with the following duties: 4 minutes 
* in checking attendance, 11 minutes in charging books. 80 minutes in advisory 

service, 6 minutes In answering information and reference questions, and 9 
minutes In shelving books. 

Time spent by the librarian or staff members In actual library work outside of 
working hours may be entered hi the proper columns and labeled “overtime." 
An additional time sheet may be used os the sheet* are made to record only 
time spent in a normal working day. 

The categories listed on the time sheet are abbreviations of those included 
with the Definition* sad Amplification*. These definitions should be studied 
carefully and referred to until the meaning of the categories Is well In mind. 
It is important to follow these definitions in order to maintain the uniformity, 
without which the study would have no value. 

All persons ' working in the library should keep time records even though 
they are not on the library pay roll. This would Include WPA and NTA work 
ers and student assistants, whether being paid in money, in academic credit, 
or merely working for the 'pleasure and experience. 

In order that we may compute the unit costs of various activities, it will be 
necessary for each library to furnish statistics in addition to the time sheets. 
Refer to Definition* and Amplification* for explanations of the terms used. The 
statistics should be for the period during which the study Is being made, 
exclusive of the period of 2 days during which the try-out was made. These 
statistics are to be entered on the accompanying Statistics Sheet 
This study la an undertaking in which every member of the staff can have 
* real Interest and an active part Ways of Improving methods of work, ’or 
suggestions for short cuts In routine will undoubtedly result from realisation 
of the time which Is now spent Ini the performance of these activities. 

Time sheets and statistical records are to be sent to tbs library Service 
Division of the U. 8. Office of Education at the -end of each week daring the 
period of the sampling. Government franks are enclosed for iquin g 
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DKF1NITION8 AND AMPLIFICATIONS < 

Terminology 

Acfirify.' A specific line of work carried on by a library in order to perform Its 
functions, e. g., cataloging la an activity which is carried on by the library 
to fulfill the function of making books readily available to pupils. Note : To 
avoid confusion the word activity has been used in this study to Include 
terms as operation*, processe a, routines, service*, etc. 

Cost accounting: That method of accounting which provides for the assembling 
und recording of all the elements of cost incurred to accomplish a purpose, 
to carry on an activity or operation, or to complete a unit of work or 
specific Job. 

Function: A group of services almi/i at accomplishing a cer tain purpose or 
end, e. g, making books readily STsIlghls lo pnpls , 

Unit cott: The cost of a unit of product or service. 

Non : Definitions of the above terms have been adapted from those 
reproduced in Municipal and Governmental Accounting, by Carl 
H. Chatters apd Irving Tenner, New York, Prentice-Hall, 1W0. 

Amplifications at the Categories 

1. Refebsncc Wobk. 

(a) Information service includes: ^ 

(1) Helping pupils and teachers to make use of the card catalog. 

(2) Answering questions as to the location of hooks by subject. 

, (3) Whether the library has a particular book, etc. 

(4) Checking lists with the catalog. ' 

Answering reference Question* involves: 

(1) Consultation of books, periodicals, catalogs, vertical files and 
bibliographies, and the Interpretation of material. 

(b) Compiling lists and bibliographies. 

(1) In answer to specific Inquiries and to anticipate demands of 
pupils, teachers, or administrators (includes assembling material 
for consultation). 

Making and keeping up-to-date s pec ial indents, such as local 
history, etc. 

' I . InsTBocnoN aud Book Advuost Sesvices. 

(a) Teaching or assisting with teaching classes In the use of books and 

libraries. 

(b) Advisory services. 

To pupils : 

(1) Guidance In selecting books to suit environment, age, reading 

ability, and Interests of Individual pupil (casual conversation 
with pupils). 

(2) Assistance In • evaluating material and establishing standards of 

appreciation and critical judgment 

(5) Advice and brief lists for personal readinfc In special fields or 

for recreational reading and building personal libraries. 

(4) Location of material for debaters and assistance in the preparation 
of debate bibliographies. f 

(fi) Diagnosis of specific needs and prescribed reading for reading 
deviates. f 
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(0) Guidance program. 

"In common cducallonal parlance, a guidance program la taken 
to mean some apodal arrangement whereby more or less expert 
help in the solution of problems 1 b nmde available to students 
either individually or In groups. ... In tbe'secondary level they 
lie in the area of Individual adaptation to life situations— the 

- (student's family, his educational program, or ills prospective 
vocation." 




To teachers: 

(1 ) Observing, correcting and reporting poor reading and study habits - 

suggestions for remedial reading. 

(2) Personal conferences with teaching staff regarding school readlnt 

'problems. 
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(K) Inter library loan* Includes correspondence relating to loans, packing 
and unpacking books being borrowed or lent. 

(h) Borrowing audio visual aids from central' supply or outside agency 
Involves correspondence concerning loafos. packing and unpacking, 
and distributing to classrooms. 

(I) Keeping circulation statistical records. 

(J) Registration (If used) Includes taking of applications and reregistra- 

tion of borrowers; verifying applications and issuing borrowers’ 
cards; changing addresses In records; lost cards, replacing old 
cards; tiling applications for new and reregistered borrowers and 
filing borrowers' cards; weeding out expired applications and cards. 
4 Cab* or Room and OotxarnoN. 

(a I Shelving and reshelving books, periodicals, etc., Including shifting 
to make room. 

(bl Oettingyn>oks from shelves. 

(cl Keeping room and shelves In order Including systematic Shflf reading. 

(d) A/ending and cleaning books. 

(e) Mounting pictures, clipping newspapers and magaxlnes, preparing maps 

for tiBe. * „ 

It I Preparing books and maga*!nes for the bindery. Includes collating, 
preparation of records. Instructions to binder, checking books .re- 
turned from bindery, checking bill, preparing for use by Inserting 
**■ 1*°°^ pocket, book-plate, date slip, etc., und marking or lettering. 

(g) Discarding worn out or olwolete honk*, pamphlets, etc., Includes re- 

moving marks <ft ownership and stamping to Indicate discard; 
changing entries In accession book, shelf list and catalog, and 
disposition of book. 

(h) Talcing inventory .Includes checking the book collection with the 

shelf list to ascertain missing books; marking book or shelf card 
to Indicate that l*ook has been found; checking and rechecklug 
records and searching for missing books; writing up inventory 
record. 

(I) Setting stage for desirable reading atmosphere, arranging exhibits, 
bulletin boards, flowers, lighting, etc. 

5. Acquisition or Books. Pamphixth. and Ore kb Nonbook Matekial (New 
titles). ^ , 

A title is to be considered as a publication included under one title page 
regardless of the number of volumes Into which it is divided. A volume 
la considered as the mass of material Included between two covers, e. g., 
the Encyclopedia Britanniea Is considered as one title, although It is 'in 24 
volumes. A new edition Is to be treated as a new title if It requires* 
cataloging. 

(a) Selecting books for purchase Involves checking bibliographies, reviews, 

and publisher’s announcements and consultations with principal and 
teachers; preparing a consideration file and editions file; Interview- 
lug book agents. 

(b) Searching catalogs, shelf-1 lata, order file, etc., to check the order. 

(c) Ordering or requisitioning for order Includes wTltlng orders, com- 

piling bibliographic Information, making direct purchases 
(d*> Packing and unpacking books. 

s (e) Checking invoices Involves verifying items, comparison with order, 
Indicating receipt of book, etc. 
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7. 


8 . 


9. 


10 . 


11 . 


•'(f) Handling gifts Includes solicitation of free pamphlet material, record- 
ing and acknowledging receipt of gifts, sorting, discarding and 
disposing of inappropriate material. 

(g) Accessioning and shelf listing Includes entering In accession book 

or numbering with duplicating machine; entering on shelf cards 
assigning ltook numbers. 

(h) Preparing for shelves includes indicating library ownership; Inserting 

book pockets; book-plates, date slips and book cards; collating and 
cutting leaves ; numbering or letteriung. i 
Acquisition or Books, Pamphlets, and Othjb Nonbook Material (Dupll- 
cates und replacements). j 

Headings same as 5, (lt)-(h). 

Acquisition and Care or Periodicals. 

(a) Checking receipt, indicating library ownership. 

' (b) Preparation for circulation by inserting in binders or folders, etc. 

(c) Following up delayed or mining number*; getting title pages and 

Indexes* 

(d) Bound volutn e*: Accessioning and preparing for shelves (enter time * 

spent in preparing periodicals for bindery under 4 f). 

Cataloging and Classification (New titles).. See definitions under 6 . • 

(a) Classification of books. * 

(b) Assigning subject heading* and keeping record of subject headings 

up to date. 

(c) Cataloging includes preparation of unit cards, verification of authors’ 

names, etc. ( including typing). 

(d) Making secondary card* (including typing). 

(e) Ordering and adapting printed- card* (Including typing). 

(f) Making and checking reference card t. 

(g) Filing cards in the catalog. 

(h) Revision of typing, and filing. 

Cataloging and Classification (Duplicates and replacements). . . 

(a) Adding necessary Information to catalog cards; edition numbers, copy 
numbers, etc 

(b> Re/Uing cards in catalog. 

Cataloging and Classifying Material Other Than Books. 

(a), (b), and (c). This includes classifying and assigning subject headings 
to pamphlets, dippings, pictures, maps, records, etc., and tiling t hl» 
material. 

Administrative Duties. 

(a) Preparing work schedules and supervising. work of others. This is a 

type of work to be performed by, one In charge of the library ami 
Includes only general administrative work which cannot be classified 
elsewhere. Revision and supervision of work in the different cate- 
gories listed herein should be charged to the task In question knd 
not to administration, evton though the supervising is done by the head 
librarian, for example: When the, librarian discuses the schedule 
with her asslstantjlbrariau 64 speeds time in arranging the scbetiol$ 
the time should Ip charged to administratlon. But, when sl^ revises 
catalog cards typed by a ktudetot assistant the time should be charged 
to cataloging. . 

(b) Conducting or attending stiff meetings. 

(e) Examining new bookf and professional periodicals (during working 
hours). ' v 
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Attending professional library and educational meetings and committee 
conferences. 

Attending faculty meetings and conference with school officers to de- 
termine policies for administration of the school library. 

Preparing regular and special reports: Material for board of edu- 
cation meetings, faculty meetings, bJbget hearings, etc.; answering 
questionnaires. 

12. Gbneeal Office Work. 

(a) General correspondence Including giving and taking dictation, trajfscrlb- 

Id*. typing, and filing correspondence. » 

(b) Ordering, distributing, and recording the use of supplies. 

(c) Bookkeeping and keeping financial records. 

1,‘t. Public Relations. 

(a) Preparing reading lists, articles for the school paper and other notices 
of library resources for publication or distribution outside the library. 
Advisory service to parents: Individual conferences with parents In 
regard to pupil's reading. „ 

Giving book talks to teacher groups, clubs, etc., outside the school or 
over the radio, Including time spent in preparation as well as delivery. 

(d) Arranging library exhibits, etc., outside the school. 

(e) Making contacts witfi Individuals and groups, such as Mothers’ dulm, 

and Parent-Teacher groups, including attendance at meetings (during 
working bouts). 

(f) Acting as liaison officer between school and public library. ' < 

(g) Entertaining includes showing visitors through the library, library en- 

tertainments, library school visits, preparation for library association 
meetings, teas, etc. 

N School Routine. 


(b) 


(c) 


- (a) Checking attendance records, signing attendance slips, conducting "home 
roomS,” etc. 

(b) Disciplinary duties, Including acting as study lull supervisor to keep 

pupils at work on lesson assignments; supervising pupils’ study 
habits. 

(c) Ball duty. 

(d) Activities Involved in the distribution and collection of free textbooks 

(e) Fire drills. ' 


(f 1 Other school routines not listed herein. 

1.1. K ran no the Time Record. 

(a 1 Time spent in checking the daily time sheets. 
lfl. Unfsoductive Time (Time for which librarian was paid when she did not 

work)., t . 

(a) Vacations and holidays: Scheduled time on which holidays and vaca- 

tions fell and for which the librarian was paid. 

(b) Excused absence: Illness or any time to be deducted from scheduled 

time and not “made up.” 

(c) Personal visits and telephone calls not on library business. 

(d) Unaccounted for, 1. e., the difference between the time recorded on the 

dally time sheet and the total amount of time in. the 
working day. 

17. Sfecial Duma. 

Other activities of the staff not Hated on these sheets (Please list). 
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Statistics Sheet 

School Total enrollment 

Period covered 

Unit Count of Activities: 

Number of: 

Information and reference questions answered 

Lists and bibliographies made 

Classes Instructed in the use of the library 

Pupils In the classes 

Persons given advisory service : 

Pupils 

Teachers 

Pnrents 

Volumes * Issued for home use 

Volumes* Issued for use within the school, outside the library (Include class- 
room collections, “period” loans, etc.) 

Reserved books issued for use In the library ; overnight 

New books, pamphlets, and other nonbook material acquired : Titles ; 

volumes 


Duplicates acquired : Titles ; volumes .... 

Periodicals and newspapers checked In (number of Issues 
duplicate copies) 

New books cataloged : Titles ; volumes 

Duplicate cataloged : Titles : volumes ™ 

Pieces other thun books cataloged and classified 


received, including 


Unit Count of Materials Used: 

Overdue notices 

Reserve slips 

Circulation record blanks 

Application cards 

Borrowers’ cards 

Mending materials 

Inventory cards 

Order cards 

Shelf cards 

Book plates 

Book pockets 


Count Cost • 


xxxx 


!‘ TO,n “* ■ ■ connection with circulation It should bs tmdei 

wood as applying to pampblsta, periodicals, and other printed material as well aa boofa 

nJ^SiSf ' *** 1rb * U * r C ° ,t ' hft * its. cot P?Wor 0 
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Unit Count of Materials Used: Count Cost* 

Book cards 

Date due slips • 

Isabels ( 7-day, etc.) 

Magazine binders.' 

Catalog cards (blank) 

Catalog cards (printed) 

Folders or envelopes for vertical file material 

Schedule sheets 

Letterheads „ 

Stationery Envelopes 

Typing paper 

Postage - XXXX 

Attendance slips 

Library permits 

Bindery slips ' 

* Include here only red rope or similar binders used on mngnzlnes for circulation. Do 
not Include permanept binders used for magazines kept In. display rack. 





